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Step 1: Log-in to ISBA’s Licensing Services 
 
To ensure security, you will need an Access Idaho username and password to 
renew licenses in bulk online with the Idaho State Board of Accountancy. 
 
ISBA’s licensing services web address: www.isba.idaho.gov  
 
 
 
 

 

Your licensees must answer the litigation 
questions before you can pay for their 
renewal online. 

Passwords expire 
every 6 months. 

 
Select this link to set up your username 
and password. After creating a user 
account, an initial password will be sent 
immediately to the email address you 
provide.  

 
 
. 
 
 
 
 
 
 
 

Note: The first time you log into this page with your initial password, you will be 
prompted to change your password to one of your choosing. Passwords are 
case-sensitive, must be at least 5 characters long, and can contain numbers, 
letters, and/or symbols. For security purposes, do not allow your web browser 
(Internet Explorer, Netscape, Firefox, etc.) to remember your login information.
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Step 2: Select Applicable Roster Button 
 

 

For public 
accounting firms 

 
 
 
 
Public accounting firms can view their roster immediately and have the option to 
edit firm contact information (see page 10 for editing).  

 

For all other companies 
& organizations 

See Step 3 for adding/deleting 
licensees. 

Public 
Accounting 
Firms: See 

page 10 about 
how to edit 
your firm’s 

contact 
information. 
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Step 3: Build and/or Editing Your Licensee Roster 
 
Option 1. Search and add by file (license) number. 

 

Enter license number(s) here. 

This area will be 
blank when 
companies/entities 
not subject to peer 
review log in for 
the first time. 

Select desired licensee(s). 

 

Adds name to roster (see next screen). 

Search results display here. 
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Confirm addition. 
 

 

Added name 

Option 2. Search and add by name 

Enter licensee’s first and/or last name here. 
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Select desired licensee(s). 
 

 

The small triangle in a column 
header indicates how the list is 
sorted (by number in this 
example). Click on the “Name” 
header to sort by name.  

Click 
“Add” to 
place 
licensee(s) 
in roster. 

 
Step 4: Select licensees to renew 
 

 

Click to sort by 
status. 

Licensees who have not 
answered litigation 
questions online 

Click to display 
and/or print 
receipt. 

Check boxes appear 
next to licensees 
ready for online 

renewal. Click boxes 
to renew certain 

licensees. Or select 
the “Check All 

Renewable” link. 
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Step 5: Confirm Your Renewal Order 
 

 

All licensees selected 
for renewal will be 
listed here. 

 
Step 6: Enter Billing Address Info 
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Step 7: Enter Credit/Debit Card Information 
 

 
 
Step 8: Print and/or Save Receipt 
 
(The application automatically emails a receipt to you as well.) 
 

.
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Public Accounting Firms Only: Editing Firm Contact Info 
 
(After signing in and entering your firm number, click the “Edit Contact 
Information” link—see page 4.) 
 

 

1. 

 

 

Enter password you received 
from ISBA. Call the State Board 
if you forgot your password or 
would like it changed. 2. 

Edit your firm’s 
contact information 

 

 

3. 

Click to resume 
license renewals. 
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